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Edit a Hyperfind Query 
 

I.  Delete an employee or condition from a query. 

 

 On the right corner of the screen click Setup. 

 

 
 

 Select Hyperfind Queries 

 

 
 

 Highlight the query to be edited. 

 Click Edit on the menu line. 
 

 
 

 Verify you are editing the correct Hyperfind Query by looking at the Query 

Name at the top of the screen. 
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 Click the Edit Conditions tab. 

 

 
 

 To remove any condition, whether it is an employee or a group, highlight the 

condition. 

 Click Delete Condition. 
 

 
 

 The selected (deleted) condition will then disappear. 

 Click the Test button to verify the query data is correct. 

 If it is, close the Hyperfind Test box. 

 Click Save on the menu line to save your changes. 
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II.   Add an employee to an existing Hyperfind Query 

 

 On the right corner of the screen click Setup. 

 

 
 

 Select Hyperfind Queries 
 

 
 

 Highlight the query to be edited. 

 Click Edit on the menu line. 

 

 
 

 Verify you are editing the correct Hyperfind Query by looking at the Query 

Name at the top of the screen. 
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 Under Filters, then General Information, highlight Name or ID. 

 

 
 

 

 Search by:  By Last Name 

 Search for:  type last name of employee (leave the * after the name). 

 Click the Search box. 

 The results will appear in the Search Results box. 

 

 
 

 Before adding the employee to the query, change Search By to By ID. 
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 Highlight correct name in Search Results box. 

 Click Add Condition. 
 

 
 

 After adding the additional employee(s) to the query, click the Test button. 

 The query should be blank. 

 

 
 

 Close the Hyperfind Test box. 

 Click the Assemble Query tab. 
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 All the conditions should have an “OR” after them, like below. 

 

 
 

 Using your mouse, click and drag over the conditions without the “OR” to 

highlight them. 
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 Click “OR” on the menu line. 

 “OR” will fill in on the selected rows. 
 

 
 

 Click the Test button again. 

 All the desired employees, including the added ones, should now appear. 
 

 
 

 Close the Hyperfind Test box. 

 Click Save on the menu line to save your changes. 


